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1. PURPOSE OF THIS GUIDE

In January 2016, the United Nations Office for Project Services (UNOPS) started progressively implementing
an e-tendering system (UNOPS eSourcing) to conduct its tender processes. In order to access the full
UNOPS tender details and submit a vendor response to a tender using the system, vendors need to be
registered as a UNOPS vendor on the United Nations Global Marketplace (UNGM).

This guide provides vendors with instructions on how to register on UNGM and how to access and submit
offers to UNOPS tenders in the UNOPS eSourcing system. In UNOPS eSourcing, vendors can view full tender
details, express interest in tenders, inform UNOPS about their intention to submit a tender, request
clarifications about tenders, submit responses to tenders, and respond to UNOPS evaluation clarifications.

In Annex 1 of this guide you will find additional information to present responses to the tender notices
under the project signed between UNOPS and the Government of Mexico for the management of the
consolidated procurement of medicines and medical aid supplies (supplies and medical devices).

UNOPS will periodically review and update this guide to reflect new system functionalities and user
feedback.

What is UNGM?

UNGM (www.ungm.org) is the common procurement portal of the United Nations system of organizations.

It brings together UN procurement staff and the vendor community. The United Nations represents a global
market of over USD 19.9 billion annually for all types of products and services in 2019.

The UNGM acts as a self-service portal where potential suppliers can register with one or more of the 29 UN
organizations using the UNGM as their vendor database and sourcing tool. These organizations account for
over 98% of the total UN procurement spent. The UNGM therefore provides an excellent way to introduce
your products and services to many UN organizations, countries and regions by completing only one
registration form. UNGM also provides an overview of procurement notices, such as tenders, published by
more than 54UN organisations and other entities. There is no cost to register on UNGM or to view the
procurement notices on the website. Also, additional information about procurement practices can be
found on the UNGM website.

UNGM is the entry point for various UN agencies' e-procurement systems which are integrated with
the UNGM website, such as the UNOPS eSourcing system.

What is UNOPS eSourcing?

UNOPS eSourcing is an e-procurement system that facilitates the procurement processes conducted at
UNOPS by handling on-line sourcing, solicitation, bid opening, evaluation and award. These functions
are currently done offline, so the new eSourcing system will streamline how UNOPS and vendors
interact, providing increased efficiency and governance to the procurement process.

UNOPS acknowledges the change this represents for vendors and appreciates their effort in using the
system and providing valuable feedback.

Please note that this guide is for UNOPS-related procurement tenders carried out with the UNOPS
eSourcing system, and does not cover other eTendering systems used by other UN Organizations. For
help with tenders posted by other UN Organizations using other eTendering systems, please contact
the specific Organization.
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What is new in version 1.7 PMX of this guide?
The following changes have been made compared to version 1.7:
e Updated section 4.3, to include the reference to Annex 1.
e Included Annex 1 with additional information to present responses to the tender notices under the

project signed between UNOPS and the Government of Mexico for the management of the
consolidated procurement of medicines and medical aid supplies (supplies and medical devices).

2. ReGisTER oN THE UNGM PORTAL

In order to access the full UNOPS tender details and respond to a tender in the UNOPS eSourcing system,
you must first register as a UNOPS vendor on UNGM.

Registration at basic level is sufficient, as UNOPS does not require level 1 and 2 registrations.
Please note that registration at UNGM is free of charge. In addition, UNGM enables vendors to keep

informed of upcoming tender notices through a paid service called Tender Alert Service. By subscribing to
the Tender Alert Service, vendors can receive relevant business opportunities directly by email.

2.1 Register

To access the tender documents, you need to be fully registered on UNGM. The registration at basic
level will be sufficient as UNOPS does not require level 1 and 2 registrations.

Go to www.ungm.org

Click on the ‘Login and New Registrations’ section.

{,’:‘_;5 UNITED NATIONS ) @ @ J(’-;h
\

Login and New
Registrations

UN Procurement
atistics

Click on « New Registration » button.
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@ (S At & @ wain [ Registr )

English Help

Lol Existing account login
Tender notices

£ Il address *
Comtract awards A Sk e

The st aoress s recyied
Tender Alert Service

Code of conduct Password

UNSPSC .
Rememier meT =

Halp Cantar

— Eorgotten password

U rocurerment Statsics _

0 ot have an acc s ter by clicking o the "New Registration” button below.

Select the type of registration by clicking on the relevant box. If you represent a company or an NGO, click
on the ‘Company’s/NGOs’ box.

(@) e NATIONS oG n [

Home Please sslect the type of registration by clicking on the relevant box below.
Tender notices 1) First box: apening a Company/ NGO account is relevant for business-licensed entities that can provide products andior services to United Nations Organizations. This section includes individual consultants and NGOS.

Contract awards sst have avalid and active UN emall address.

Tender Alert Service

Code of conduct il g Supplier Code of Conduct (SCC) and be inform in order to be able to register as & potential vendor to the UN. the SCC must be acknowledged
UNSPSC 5 c8 L] iled information will also be provided.

Help Center

Knowlecge center Company (or on behalf United Nations Trade Missions,

UN Procurement Statitics of a company) / NGOs Organization and Chambers of

International Commerce and Non-

Organization

commercial Entities

Trade Promotion Portal.

Personal data are constituted of any infarmation relating to an identified or identifable natursl person, such as a name, an identification number, locatien data, or an online identifier, By

& you consent ta the pro of the personal data It contains by owledge that the personal information contained In the Form will be shared with the UN Affillate:
s accessible to all UN Affiliates, is con i +in having ompany being represented in all relev: ffiliates’ tenders an:

Officials WIthin Uhis BUSInesS context, ‘& ABOUL OUF 1rMS 4nd CENUIIONS JPDIiCAbIE 1o daLA protec

o, please contact us using the contact for at the top of the page

peitting the Registration Form for the
g your busine rmation to

E contacted by the Affiliates’
ck hare. Should you have any requests for

inform.

Introduce your company details and accept the UN Supplier Code of Conduct.

Please provide your company name as written in your company's Certificate of Incorporation. If an error
message appears informing you that a company with a similar name already exists, please contact UNGM
using the contact form in the Help Center.

Then, click on the ‘Send the activation link’ button.
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{3} | UNITED NATIONS
G| NI e @ g
COMPANY REGISTRATION

Home

Please download and read the UN Supplier Code of Conduct:

Tender notices

P To register your interest in doing business with the United Nations and its organizations, you are required to acknowledge that the UN Supplier Code of Conduct provides the minimum standards expected of suppliers to the United Nations and its
ontract awards
organizations.

Tender Alert Service

Code of conduct

UNSPSC Company registration
+ denotes required field

Basic company details

Help Center

Knowledge center

Company Name The Blue Dolphin
License Number + 789000
Country* | Lao People’s Democratic Rep.

Company Director details

EirstName * od

Lasthame = Sayavong

User account creation

The contact data in previous step and the user are the same.

FirstName * od
LastName * Sayavong
Emai agaress + chbautista.sptlaos@gmail.co| ¥ 4
Confirm email sdares chbautizta spelanz@gmeicn
Pamswords | s
Confirmpesswords | s
curce * UN weasite ¥

?ﬁ, and acknowledge the UN Supolier Code of Conduct 35 the minimumn standards expected of suppliers to the United Nations and Its erganizations

2.2 Activate your UNGM account

Once you have created your UNGM account, please do not forget to activate it.

Go to your personal email inbox, where you should have received an email from UNGM containing
an activation link. Please activate your UNGM account by clicking on the ‘Activate’ button.

UNGM Account Activation - Welcome to the UNGM inbox x

UNGM <no-reply@ungm.org> 10:34 AM (0 minutes ago)
tome v

@ UNITED NATIONS

GLOBAL MARKETPLACE

UNGM Account Activation

To confirm your email address, just click the button below

— e
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If you have not received the activation email, please note that you can resend it to yourself. You can either
do it from the ‘I have not received the email, please resend it to me’ button:

&1 L.! N I LL .l‘.,',.\_.l_l ')I‘\ \ @ é ®

Please activate your account to get access to all the functionalities of UNGM

= MY UNGM REGISTRATION - STATUS

Tender notices
Contract awards

(1] 2 3 4 v
Tender Alert Service

Registration completed but

B Registration submitted
not submitted

Code of conduct Account created Account activated Registration started
UNSPSE

Help Center

Knowledge center

UM Procurement Statistics

Please activate your account

Click the link in the email we sent (o cbbautista sprlaos@gmail,
Make sure fo check your spam folder, The sengias

“":E LI\II TE l?. N_f*‘:l .C".l.\lfn

English nbo Help

ACTIVATE YOUR ACCOUNT

Please aciivate your account to get access 1o all the functionalities of UNGM

Home

MY UNGM REGISTRATION - STATUS

(1] 2 3 4 v

Registration completed
not submitted

Tender natices

Contract
Tender Alert Service

Bl Account created Account activated Registration started Registration submitted

UNSPSC

Hredadge canter

UM Procurement SIatistics

Please activate your account

nall we sent 1o chbautista.spelaos@gmail.com fo ac
check your spam folder. The sender is no-re

Your account

If you have not received the activation email because you have provided an incorrect email address when
creating your account, please read the following support article How resend th ivation email

another email address.
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MY UNGM R

o 2 3 4 i

Registration completed but

Registration submitted
not submitted .

Account created Account activated Registration started

Please activate your account

ckethe link in the emall we sent to chbautista spslaos@gmail.com to activate your account.

Once your UNGM account is activated, you should be redirected to the following page. Click on the
‘Complete the registration’ button to complete the UNGM registration. You can also click on the
‘Registration’ link in the left-hand menu:

3“-#“:; UNITED NATIONS @ é @ \‘W—Lr;\'m\‘—l';;z;é]*d- .com
e o ! English Inbox Help Account

Home

About UNGH MY UNGM

Registration process

e 0oO——© 3 B y

Terms & Conditions Account created Account activated Registration started Registration Registration
completed but not submitted

Tender notices "
submitted

Contract awards
Tender Alert Service
Knowledge centre

UN Procurement
Statistics

UNSPSC

Help Centre

e YOUr UNGM account has been successfully activated!

Vendor

Dashboard /-
Settings

Registration

2.3 Complete your vendor registration form in UNGM

You will be redirected to the UNGM registration form. It only takes about 5-8 minutes to complete the
registration.

In order to successfully complete the registration process, please provide the required details and click on
the Save & continue button for each of the 6 steps. After clicking the Save & continue button, the
provided details will be saved and you will be automatically redirected to the following step of the
registration process.

The asterisk (*) indicates information that is required/mandatory to complete the step.

@UNOPS K
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VENDOR REGISTRATION

(1] 2 3 4 5 6 v

General Address Registration type Contacts Coding Declaration What's next?

Women in science elephone country code * Tanzania, United Republic of (+

Trade name/DBA elephone number * 5466544654

Vendor

Dashboard

My TAS License number * 248698127

Tanzania, United Republic of

Note: UNGM is currently available in 7 languages: English, French, Spanish, Portuguese, Arabic, Russian
and Mandarin. The default language is English. If you want to change to another language, click on the
language icon in the top-right corner of the page and select your preferred language.

Under ‘General,’ please provide basic details about your company.

1. General . . . .
It is important to provide the exact same company name as provided in your

company'’s certificate of incorporation or any other legal document relating to the
establishment of your company.

The license number refers to the reference number from a city, state and/or
federal document that grants the bearer the ability to engage in specific business
activities within the designated area.

Once you have completed the step, click on the ‘Save & Continue’ button in the bottom right of the page.
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Countryfterritory *

Year established *

Number of employees *

Company Director’s First Name *

ny Director's Last Name *

Tanzania, United Republic of

1960

Diane

Vallauris
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Company's Ownership Type

Company's Ownership * Not applicable

Part of a business conglomerate

Please provide the name(s) of owner(s) and/or principals (including parent company, subsidiaries/affiiates, CEO/Managing Director, and those with controlling interest, if applicable)
Women Ownership Not applicable
® The com least 51% owned and controlled by one or more women

The company is less than 51% owned and controlled by one or more womer

@ 8y selecting this option, you self.dedlare that your company Is a woman-owned business

Under ‘Address’, please provide your company's address information.

2. Address

Once you have completed the step, click on the ‘Save & Continue’ button. If you
wish to go back to the previous step to edit some information, click on the ‘General
info’ button at the bottom left of the page.

VENDOR REGISTRATION

Home

About UNGM
Qo—© 3 4 5 6 v

Registration process

o o B General Address Registration type Contacts Coding Declaration What's next?
Terms & Conditions

Tender notices

Contract awards

Tender Alert Service

Knowledge centre House number 12 P.0. Box number
UN Procurement Statistics

UNSPSC

Science avenue P.0. Box postal code
Help Centre
Press release
Address line 2 Building A City/town for P.0.Box
Vendor
Dashboard
Address line 3 Country/area pe a country/territory nam
Settings

Gityitown *
Vendor documents tyltowr Dadoms!
My TAS
Tips Countryrterritory * Tanzanis, United Republic of
My Business Seminar

Postal code sa6564

< General Info
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3. Registration Under ‘Registration type’, please inform whether you prefer to do business only
Type in your country or if you prefer to do business internationally. Click on either
‘National’ or ‘International’.

Once you have completed the step, click on the ‘Save & Continue’ button. If you
wish to go back to the previous step to edit some information, click on the ‘Address’
button.

VENDOR REGISTRATION
Home
About UNGM
o © © 4 s 6 v
General Address Registration type Contacts Coding Declaration What's next?

Contract awards
Tender Alert Service
Knowledge centre

Select National if you prefer to do business only in y
UN Procurement Statistics @ y

Select International if you are also interested in doing business outside the borders of the country in which your company is registered. Remember to include your own country in the list

UNSPSC

Help Centre

Press release National ® International
Vendor Count of k
Dashboard

@ Please select and lst the countries in which your company

i able to supply goods and services to UN orgal

Registration

Vendor documents

T e

Tips
Country/area Type a country/territory

s

‘

Under Contacts, please provide your own contact details.

@UNOPS o
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General Address Registration type Contacts Coding Declaration What's next?

Davis

MBNGIoCeIphecompany.£l

Bahamas (¥242)

123456

==

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to go back to
the previous step to edit some information, click on the ‘Registration type’ button.

Please note that you can also invite/add colleagues to your company’'s account on UNGM at the
‘Contacts step’. They will receive a link to the account and will be able to log into the account in
future with their own email address and password. To invite colleagues to the UNGM account, click
the ‘Invite another contact’ button at the bottom of the page.

Tnwite another contact

5. Coding

Under ‘Coding’, please select codes which best describe the goods and/or
services which your company is able to provide following the UNSPSC classification
for products and services.
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Search for new UNSPSC codes either by typing keywords or using the trimmed tree classification. To select
a code, tick the checkbox next to the code.

If you are unable to find the correct codes for your products and services, please contact UNGM using the
contact form in the Help Center and provide us with a description of the products/services.

VENDOR REGISTRATION
Home

vendor

< Contacts Save

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to go back to the
previous step to edit some information, click on the ‘Contacts’ button.

6. Declaration

The declaration of eligibility is a formal and explicit statement on behalf of your
company. Under ‘Declaration’, please review the seven statements and select the
most appropriate option by ticking the corresponding checkbox.

X

@UNOPS 13
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Home

0 P e ° o o ’6) <

Contract awards

Tender Alert Service General Address Registration type Contacts Coding Declaration What's next?
Code of conduct

UNSPSC

pai Declaration of eligibility

Knowledge center

UN Procurement Statistics

@ Please review the following seven (7) conditions and select ane of the options provided

Vendor

g engaged in procurement by any of the Organizations within the United Mations system and the Warld Bank Group.

Dashboard n the United Nats

settings g three (3) years by any national authority of a United Nations Member State for engaging or having engaged in proscribed practices. including but not

sion. obstruction, or any of

vendar document’ Y. are nat imvolved in bankruptcy or recena P proceedings. and there is no judgment or pending legal action against them that could impair their operations in the foreseeable future.
My TAS 5. Bahamas co with a UN entity.
Tips 6. Bahamas co ur ed pract ing but not imited to: corruption, fraud, coercio struction, or any other unethical practice, with any of the Organi e United Nations system

ina manner that averts any finanaal, oper

nal, reputational of of o the Organization(s) within the United Nations and the up.

My Business Seminar
in the United Nations Glob

darketplace. shall immediately inform the Unites s Global Marketplace thereof,

rnited Nations Global Marketplace of any change.

ke information as to why the Bahamas co does not meet specfic

st | represent, i.e. Bahamas co, meets all sqven (7) conditions described above st this time and | subrmit the entity's application on the understanding that the Bahamas co necgakemnide
below) ,\

firm and deciare that the

the information later. (Please provide exp

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to go back to the
previous step to edit some information, click on the ‘Coding’ button.

Once you have clicked on the ‘Save & Continue’ button, you will have successfully completed your
registration and will redirected to the ‘What's next?’ step. This section gives you access to your registration
status with UN organizations and to some information about the optional Tender Alert Service.

Please note that this guide is for UNOPS related procurement activities, and does not describe or support
other UN Organizations. For help with procurement activities related to other UN Organizations, please
contact the specific Organization.

VENDOR REGISTRATION

o © © O © L5 O

General Address Registration type Contacts Coding Declaration What's next?

[ [ [ [

Congratulations! Your vendor registration prof ete. You are now registered with

Mangge agency submisslons =

JULY A/BTESTING July A/B testing

Never miss a tender. Receive alerts.

With the Tender Alert Service, receive active tenders matching your products and services. Learn more >

In case you see the following message informing that a duplicate account has been identified, please contact
UNGM using the contact form in the Help Center.

@UNOPS |14
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VENDOR REGISTRATION

Home

About UNGM
We suspect this is a duplicate account. We will review your information and contact you within the next 2-3 days. Please do not register again until we have been in touch. If you need to register urgently, please contact
Registration process us at registry@ungm.org or use the Help button on the site

Code of conduct

Terms & Conditions

T o © & O © © O

Contract awards

General Address Registration type Contacts Coding Declaration What's next?
Tender Alert Service

Knowledge centre [ ai | Edit En [ cai | Ena Eat

UN Procurement Statistics

UNSPSC

2.4 Verify your UNOPS vendor registration status

In order to verify your UNOPS vendor registration status, click on the ‘Manage agency submissions’ link in
the navigation menu..

MANAGE AGENCY SUBMISSIONS

o MY ACTIVE SUBMISSIONS

Tender notices

Contract awards

- ADE + Asian Development Bank
Tender Alert Service P ——

Basic leve: Registered @
Code of conduct A

=vzl 1: Agency does not use this level
UNSPSC Level 2: Agency does not use this level

Help Center

Knowledge center

AFDB » African Development Bank Group
UN Procurement Statistics - P withdraw

- level: Registered @
1: Agency does not use this level

Vendor
not use this level
Dashboard
Setting
/6:: ~ BTO « Preparatory Commission for the Comprehensive Nuclear-Test-Ban Treaty Organization
Manage Agericy sic level: Submitted @

Level 1: Agency does not use this level
Level 2: Agency does not use this level

TS AO - Food and Agriculture Organization of the United Nations m
My CONTFaCTs
Basic level: Registered (@)

Agency does not use this level

vel 2: Agency does not use this level

My TAS

Tips

To access UNOPS tender details and respond to a tender, you need to have the Registered status
with UNOPS at Basic level. The Basic registration level is sufficient to access UNOPS tender
information.

If UNOPS does not appear in your list of UN organizations, please ensure you have successfully
completed your registration at basic level.

If you need assistance to activate or complete your registration, please do not hesitate to contact

UNGM using the contact form in the Help Center. The Help Center contains +100 support articles covering
the registration on UNGM.

@UNOPS 15
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Froan i
‘i}:{j Eﬂgfegfﬂgﬂ% He\p Ceﬂter G SelectLanguage »  Log into UNGM

Back to UNGM [

How can we help you?

Q_ Search

72
1

S b '

Browse articles
o ) -ﬁ-
' éEm n-
- - -
2.202
About UNGM For potential suppliers For UN staff members

2.5 Identify your UNGM number

Your UNGM number is a six digit number which enables the UN personnel to identify your company’s
account on UNGM. You might be requested to provide this UNGM number when participating in tenders.
You can find your UNGM number under your ‘Dashboard’ once you are logged into your UNGM account.

(&) UNITED NATIONS ) =) ® womeninscie
o English Inbox Help
MY DASHBOARD
Home
TIP: Please ensure that your company name is exactly like it appears on your certificate of incorporation
ABOUL UNGM ® :
You can edit it by using the 'Change Company Name*-button under the General tab of the registration

Registration process

Code of conduct

Terms & Conditions

Teem=  MYUNGM ACCOUNT NEED HELP?

Contract awards ”

—————————— Jane Gogda

Tender Alert Service > Manage my account settings
Knewledge centre

m\16-Apr-2020 16:33,19

UN Procurement Statistics
UNSPSC
Help Centre

Press release

V-
MY UNGM REGISTRATION - STATUS

Dashboard
E
pm— o 2 © 0 o

EEITEA Account created Account activated Registration started Registration completed but Registration submitted
not submitted

Level 1
Level 2
Vendor documents

My tenders

@UNOPS | 16
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3. SEARCH FOR A UNOPS TENDER NOTICE, EXPRESS INTEREST AND VIEW TENDER DETAILS

3.1 Search for a UNOPS tender notice

UNOPS advertises both open competition and limited competition business opportunities through
UNGM. For the purpose of this guide, tender means any of the following procurement methods:
Request for Quotation (RFQ), Invitation to Bid (ITB), Request for Proposals (RFP), Request for
Information (RFI), Request for Expressions of Interest (EOI), and Prequalification (PQ). (See the Glossary
at the end of this guide for a definition of these procurement methods.)

Open competition refers to business opportunities accessible to all vendors. Vendors have to respond
to these tenders either through traditional methods (hard-copy submission or email) or through the
UNOPS eSourcing system as per instructions specified in the tender notice.

Limited competition refers to business opportunities accessible to select vendors through UNGM. The
vendors selected may respond to these tenders only through the UNOPS eSourcing system.

3.1.1 Open competition tenders

Go to www.ungm.org

From the UNGM Home page, click the Business Opportunities box. If you are already past the
Home page, click the Tender notices link on the left hand menu.

(@) |vnureonanions e §van [

Login and New
Registrations

UN Staff Area

'UN Procurement
atistics

@UNOPS 17
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e 0 —

SEARCH TENDER NOTICES

@ Wish you had known about a tender earlier? Wish you had more time?

We connect vendors to tenders. Subscribe to the Tender Alert Service now.

15 11015 of 14808 /_
Title Deadline Published ! JN/—\/W of notice Reference Beneficiary
organization country/territory
m Requast for quotation for anline meeting crganization for ATI @ 28-001-2020 2215 ST \_/ T Maltale de
Mermnber's Assembly GMT 0.00) quotation §
IR e convtruction st PA0 Offc B, Phnom Porh, Camboda
m RFI - Clinical Training for Leica Neurosurgical Microscope @

Click on the UN organization column title to list the business opportunities by UN organization. Then, scroll
down to find the opportunities from UNOPS. Alternatively, click on the Show more criteria button and type
UNOPS in the UN Organization field. UNGM will automatically show all the active tender notices issued by
UNOPS. If you click on the title of a tender, UNGM will display information about the tender organized
under these tabs: Documents, Contacts, Links, UNSPSC (codes applicable to tender), and Revisions.

The list of UNOPS tender notices will include both tenders that vendors have to respond to through
traditional methods (hard-copy submission or email) or through the UNOPS eSourcing system.

Please remember to log in to UNGM and complete your registration process as a UNOPS vendor to be able
to see the full details of the tender and respond to it.

3.1.2 Limited competition tenders

Go to www.ungm.org and log in with your username and password.

Go to My Tenders in the navigation menu.

g If you have been invited to a limited competition tender, you will receive an email
notification alerting you of this opportunity.
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MY TENDERS

ng | 14-0ct-2020

Daadiine benwesn 1400-2020 | ang

curement Statistics

Title Deadline Published UN Type of notice Reference Beneficiary
Vendor organization country/territory

e PharmaMex - Test 21 Hol with wnit prices - copy [} 12-0ct-2020 NOPS mwitation to bid ITB/2020/25338 Multiple destinations
PharmaMex - Test 25 ot based with total financial offer m |2 |°l" :"fu"““"'" 2-0ct-2020 NOPS RFQr2020/2: e
Pharmatex - Test 23 lot based quick check &} 2020 reGran "
Pharmanex - Test 22 - HoL - add/remove lots under amendment [ Oct-2020 NOP: tatont m 4533 -
PharmaMex - Test 21 ol with unit prices 2] ¢ i tation t 4 e
Pharmames - Test 16 - for Jessada - copy e 020 ioes tavont B 3

e~ Pharmahex - Test 20 Hol with total financial offers [ ]

You will only see these green buttons if you are logged in to UNGM (with your username and password),
and you are already a registered UNOPS vendor at UNGM.

3.2 Express interest in a tender

To the left of each UNOPS tender notice you will find a button displaying either Express interest if this is
the first time you are viewing the notice, or View documents.

SEARCH TENDER NOTICES

e @ Wish you had known about a tender earlier? Wish you had more time?

We connect vendors to tenders. Subscribe to the Tender Alert Service now.

ana
UN Procurement Statistics & A
Oines
Vendor
Dashboard i
Settings
tration
Manage Agency Submissions
Level 1
Vendor documents Deadline Published UN Type of notice  Reference Beneficlary
e organization countryfterritory
e Pharmabex - lot based with n finandials - ESRCNG 48 B 30ct-2 AFQI2020/45354 Multicle destinations
MyTAS
78048 - Radiation Dose Managament System for Thalland = N = - —
(THA0A3) tation
My Business Seminar
@ Pmthe e 21 Mok wih i e -copy e . . .
Pemths-Tst 2ok v ancil 2 o : e

Click on the tender's title to display information about the tender. If you are interested in this tender
click on the Express Interest button.
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UNOPS

The Construction of FAO Office Building, Phnom Penh, Cambodia

Express Interest

Reference: ITB/2020/16296

Beneficiary country(ies): Cambodia

Registration level: Basic

Published on: 14-0¢t-2020

Dezdline on: 06-Nov-2020 08:00 (GMT 0.00) Western Europe Time, London, Lisbon, Casablanca

Description

The works include the Construction of FAO Office Building, Phnom Penh, Cambodia.

IMPORTANT NOTE:! Interested vendors must respond to this tender using the UNOPS eSourcing system, via the UNGM portal. In order to access the full UNOPS tender
details, request dlarifications on the tender, and submit a vendor response to a tender using the system, vendors need to be registered as a UNOPS vendor at the UNGM
portal and be logged into UNGM. For guidance on how to register on UNGM and submit responses to UNOPS tenders in the UNOPS eSourcing system, please refer to the
user guide and other resources available at: ing.unop i

Documents ~ Contacts Links UNSPSC

0. Register your company on UNGM.pdf
1.UNOPS eSourcing Vendor Guide v1.3 EN.pdf

2. TB-2020-16296 - enviroment magement Guidelines.pdf

After a few seconds, the text in the blue button will change to View Documents and the button will
become green. Please note that for limited competition tenders there is no need to express interest,
as you will only see the View Documents button.

MTH UNIT PRIC

Homa
Tender notices
Contract awards
Tender Alert Service
Code of conduct
UNSPSC

Help Center
Knowiedge center

UN Procurement SIaTisics

Vendor
Dashboard
Sattings.
Registration
Manage Agency Submissions
Leved 1

Vendor documents
My tandirs

My Contracts

My THS

Tips

My Business Seminar

UNOPS

PharmaMex - Test 18 - lot based with unit price

rence RFQ/2020/45324
rylies) i

06-0ct-2020
20-Nov-2020 05:00 (GMT 0.00) Western Europe Time, London, Lisbon, Casablanca

Description

Tender description: finsert tender description here.]

IMPORTANT NOTE: Interested vendors must respond to this tender using the UNOPS eSourcing system. via the UNGM portal. In order to access the full UNOPS tender details, request clarifications on the tender, and
submit 3 vendor response to a tender using the system, vendars need to be registered as a UNOPS vendor at the UNGM portal and be logged into UNGM. For guidance on how to register on UNGM and submit responses to
UKOPS tenders in the UNOPS eSourcing sysiem, please refer to the user guide and other

available at: unops. B

Documents = Contacts  Sustainability Links UNSPSC
REQ_Section | InstructionstoBidders, pdf
REQ Section 1 Schedy d
BFG Section 1N Ret me.docx

If the Express interest button appears in grey and is disabled, please read the Why is the express
interest button disabled? support article.

Note: expressing interest in a tender is an important step. All vendors who have expressed interest in a
tender will receive automatic notifications about the tender, such as when the deadline for submissions is
approaching, or when clarifications or amendments to the tender have been added by UNOPS. Once you
have expressed interest in a tender, that tender can be found by clicking My tenders in the left-hand menu.
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3.3 View full tender details by logging into the UNOPS eSourcing system

Once you've clicked on Express interest, the button will now say View documents. Click on the green
View Documents button for the tender. This will automatically transfer you from the UNGM portal to

the UNOPS eSourcing system.

The following UNOPS eSourcing screen will appear. If this screen does not appear, please contact
UNOPS Helpdesk at: esourcing@unops.org

@ UNOPS eSOURCING

f ?) EN
2020-10-1415:38 UTC

WELCOME

to the UNOPS eSourcing platform.

Please note that you must have created a UNGM account before accessing UNOPS eSourcing.

I Login with your UNGM acglunt IMPORTANT NOTICE

//—_\ The United Nations Office for Project Services (UNOPS) is aware that fraudulent procurement related

documents, such as solicitation documents or purchase orders. are being distributed purporting to be from
UNOPS. These documents contain representations of the UNOPS emblem, logo, initials and/or signatures
from UNOPS officials. We are currently conducting investigations into these events.
\_/ All authorised contact details in genuine UNOPS procurement documents will use an email address ending in
@unops.org. At no stage will we charge a fee for tenders.

Login
In the event that you have any reason to suspect any activity purporting to be made on behalf UNOPS is not
genuine, please contact fraudhotline@unops.org.

Need a UNGM account?

UNOPS Headquarters, Marmorvej 51, PO Box 2695, 2100 Copenhagen, Denmark, Tel: +45 4533 7500 © UNOPS | Terms of Use | Privacy Notice | Report Fraud

Insert your email address and password and click on the Log in button. Note that the email address and
assword are the same of your UNGM account. UNOPS eSourcing system does not require a specific

(different) account, it is the same as UNGM. All account aspects (emails, passwords, etc.) are managed
directly in UNGM as per guidance in section 2 of this guide.

Please note that if you are responding to a tender from another UN organization, that tender will not be
accessible through the UNOPS eSourcing system. This guide is for UNOPS related procurement tenders

carried out with the UNOPS eSourcing system, and does not cover other eTendering systems used by
other UN Organizations. For help with tenders posted by other UN Organizations using other
eTendering systems, please contact the specific Organization.

3.4 Navigate the UNOPS eSourcing system

Once you have logged in, you will have access to the tender on the UNOPS eSourcing system. You will see a
screen with the below information. Please see below a description of the key areas which you'll see in the
screen.
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& UNOPS eSOURCING

o esourcingunops+1@gmail.com 2017-10-24 09:07 UTC o
© vour submission for UNOPS Tender @) EE
days seconds

0 Provision of Explosive Threat Mitigation Training and Mentoring Services in 23 1 16 '
support of UNMAS Mali EE

TENDER INFORMATION

Key points in navigating the UNOPS eSourcing system:

List of all tenders that you have drafted and submitted. It shows a
1 Home grid showing the tender reference, title, date published, deadline
date, submission status and tender status.

2 Help Access user guides, FAQs, helpdesk contact details and other
support resources.

Select language of the eSourcing system. Note that at the date of

3 Language issuing this version of the guide, the system is available in English,

Spanish and French.

Email address used to log into the UNOPS eSourcing system. This
email address is as per the vendor's UNGM account. Note that a
4 Email vendor can set up more than one email address in UNGM and can
address access UNGM and UNOPS eSourcing through each of those
addresses included in the UNGM vendor profile. You can also Log
out of eSourcing here by clicking the small arrow.

Actual time in UTC terms. UTC refers to the Coordinated Universal
Time which is a time standard commonly used across the world.

5 Actual time UNOPS uses UTC as the standard for all its tenders published
in UTC through the eSourcing system in order to avoid confusions

regarding time zones and considering that our offices and vendors
are based across the world.

6 Tender reference UNOPS tender reference. It shows the tender type / year / ID
number, for instance “RFP/2017/17875".

Countdown timer showing how much time remains until the tender

Countdown deadline.

7 timer . . . . .
Countdown timer showing how much time remains until the
clarification deadline.

8 Tender title Title of the tender.
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9 Submission Status of your submission showing either Draft (blue colour) or
status Submitted (green colour).

Access the tender details, arranged in the following tabs:

e General information: general information about the tender, such
as the solicitation method, type of requirement, description,
deadline, deadline for clarifications, contact person, etc.

e Tender particulars: more detailed information about the tender,
such as: scope of the tender, eligibility, clarifications and pre-bid
meeting information, validity period, type of contract to be
awarded, etc.

10 inf.lc-)?nmdaetgon e Evaluation criteria: criteria how the tender will be evaluated on.
e Documents: all attachments related to the tender. These can be
downloaded individually, or all at the same time. The documents
include both PDF documents and other documents in editable
format (Word, Excel) for vendors to complete and submit with
their response.
e Revisions: responses to clarifications and amendments to the
tender posted by UNOPS.
e Request a clarification: where a vendor can request clarifications
on the tender.
1 Vendor Where vendors can inform UNOPS of their intention to submit or
confirmation not a vendor response to the tender.
Aspects that a vendor needs to complete in order to be able to submit
a response. It can include the following tabs (some of them might not
display, depending on the specific tender):
e Lots: if the solicitation tender provides for bidding by lots, a
vendor can select here the lot(s) the vendor wants to bid for
Vendor e Questionnaires: requested information by UNOPS in the form of
12 submission on-line questionnaires
e Document checklist: requested information by UNOPS by which
vendors upload documents.
e Financial offer details: requested price information by UNOPS
(total financial offer or unit price, currency)
e Submit: Where vendors can submit or withdraw their vendor
response.
13 Evaluation Correspondence between UNOPS and the vendor at evaluation
clarifications stage.

4. SuBMIT A VENDOR RESPONSE TO A UNOPS TENDER

4.1 Inform UNOPS about your intention to submit or not a tender response

UNOPS would like to know in advance of your intention to submit or not a vendor response to the tender as
that is very useful information for our procurement process.

In order to do this, click on the Vendor confirmation tab.
Click on either of the two buttons displayed:

e YES, we intend to submit a response (green button)
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e NO, we do not intend to submit a response (red button). If you select this option you will be
requested to state a reason.

Please note that you can only click on YES or NO once. This is done only for information purposes and you
will still be able to submit a vendor response even if you originally selected the NO option.

For a tender with lots, you can inform UNOPS about your to submit or not a tender response per lot.
@UNOPS | eSOURCING - A el

G =2 @ EN B

esourcingunops+1@gmail.com 2017-10-24 09:50 UTC

Your submission for UNOPS Tender RFP/2017/17875

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

)
i ’
.
Draft
Your submission is still in Draft stamus anuynu may continue o add or edit information. You cananry submit a vendor submission if before the deadline,

# | TENDERINFORWV | VENDOR CONFIRMATION | VENDOR SUBMISSION EVALUATION CLARIFICATIONS

Vendor confirmation

Flease inform UNOPS of your intention to submit or not a wendor submission to this tender. If you select ‘'NO, we don't intend to submit a response’ you will be requested to
state a reason. You can only click on YES or MO once. This is done only for information purposes and you will still be able to submit a vendor submission even if you originally
selected the NO option.

YES, we intend to submit a response NO, we do not intend to submit a response

4.2 Request a clarification on a tender

If you have questions about this tender, you can submit a request for clarification to UNOPS.

To submit a request for clarification of a tender, click the Request a clarification tab (under the Tender
information tab) and then the Request a clarification button.
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=2 @ N B

espurcingunops+1@gmall.com 2017-10-24 09:54 UTC

Your submission for UNOPS Tender RFP/2017/17875

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

Draft

Your submission is still in Draft stasus - d you may continwe 1o add or edit information. ¥You can only submit a vendor submission if before the deadiine.

# | TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

GENERAL INFORMATION TENDER FARTICULARS EVALUATION CRITERIA DOCUMENTS REVISIONS REQUEST A CLARIFICATION

@ Please note that any request for clarification that you submit here will only be visible to you and nat any other vendor, Responses fram UNOPS to this request for
clarification will be posted by UNOPS in the Revisions tab, without identifying the vendor that requested it
Mo dats was found. l

[#FRequest a clarification

Enter your question(s) and click the Submit clarification request button. The requests for clarification that
you enter will only be visible to you and not any other vendor.

Please note that the system will only allow you to submit clarifications prior to the deadline for
clarifications. This deadline can be found in the General Information tab.

Request a clarification

[B 1

= ew =
= = ||Q |

In regards to the deliverables section of the Tarms of Reference, please clarify what is the ted date for the selected tor to deli ble =2

report)

! ct 172000

+ Submit clarification request Back
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Once UNOPS responds to your request for clarification, it will be posted in the Revisions tab, under Tender
Information. Any responses to clarification requests will be visible to all vendors but they will not identify
the vendor that submitted such request to clarification.

Your submission for UNOPS Tender RFP/2017/17875

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

Draft

‘Your submission is still in Draft  @* .s and you may continue to add or edit information. You can only submit a vendor submission if before the deadline.

@ TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

GENERAL INFORMATION TENDER PARTICULARS EVALUATION CRITERIA DOCUMENTS REVISIONS | * REQUEST A CLARIFICATION

Clarifications l

Clarification Date published

1) In regards to the deliverables section of the Terms of Reference, please clarify what is the expected date for the 2017-10-24
selected contractor to complete deliverable #2 (detailed report)
The expected date to complete deliverable #2 (detailed report) is 15 December 2017.

All vendors who have expressed interest in a tender will receive an automatic
g email notification each time UNOPS posts a response to a clarification, or an
amendment to that tender.

4.3 Submit a response to a tender

To respond to a tender, complete the requirements under the following tabs (note that some of these three
tabs might not display, depending on the specific tender):

e Questionnaires: requested information by UNOPS in the form of on-line questionnaires

e Document checklist: requested information by UNOPS by which vendors upload documents.

e Financial offer details: requested price information by UNOPS (total financial offer or unit price,
currency)

These are all displayed under the Vendor submission tab.

Once all the required information has been uploaded, the display colour beside each tab will change colour,
from Red (0/7), to Green (7/7).
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Your submission for UNOPS Tender RFP/2017/17875 21
Provision of Explosive Threat Mitigation Training and Mentoring Services in

support of UNMAS Mali

Draft
Your submission is still in Draft status and you may continue to add or edit information. You can only submiit a vendor submission if before the deadline.

# TEMDER INFORMATION VEMDOR CONFIRMATION VENDOR SUBMISSION rF-..':'-'-LU.-#.' ON CLARIFICATIONS
I QUESTIONNAIRES [EEl DOCUMENT CHECKLIST [N FINANCIAL OFFER DETAILS [EZR I SUBMIT &
> Bidder Infarmation Form i

Note: In Annex 1 of this guide you will find information to submit a response to a tender under the
project signed between UNOPS and the Government of Mexico for the management of the
consolidated procurement of medicines and medical aid supplies (supplies and medical devices).

Annex 1 includes information of the tabs: Supplier forms, Tender forms, Lot-Generic forms,
Lot-Specific forms and Financial offer details

4.3.1 Questionnaires
As part of the tender process, UNOPS may require vendors to complete information in the form of on-line
questionnaires.

Click on the Questionnaires tab to view the questions and enter your responses. When you have
completed the questionnaire(s), click on the Save button at the bottom of the page. Note that questions
marked with an asterisk (*) are mandatory.

® TENDER INFORMATIO? VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

QUESTIONNAIRES [ETEA DOCUMENT CHECKLIST [ETEl FINANCIAL OFFER DETAILS R SUBMIT A
~ Bidder Information Form A

1. Full legal name of Bidder *

[B 1)[= = & #|[= =]

Characters: 0/500
Shert free text question (max 500 characters)

W 2. What year was your firm/organization established? #

Enter your numeric answer to this question here

“ 3. Has your firm/organization been contracted previously by UNOPS? *
O Yes
@ No
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4.3.2 Document checklist

As part of the tender process, UNOPS may require you to submit documents as part of your response. This
could include documents such as your financial statements or specific forms. If there is a requirement to
upload specific forms (e.g. Form E: Proposal Submission Form) you will be able to download editable
versions of the forms in the Documents tab under Tender Information.

When you have completed the documents, click on the Documents checklist tab to upload your files to the
eSourcing system. You can upload files either by clicking on the Choose Files button or by dragging them
directly to the Or drop files here section. Note that you can upload more than one document against each
document checklist if needed. The maximum allowed size for each document uploaded to eSourcing is 20

MB (twenty megabytes).

Before you upload a file against a document checklist, the document name heading will display as orange
colour (if the document is mandatory) or blue colour (if it's optional). Once you have uploaded a file, the
document name heading will change to green.

VENDOR SUBMISSION

DOCUMENT CHECKLIST [ K [ o |

Document checklist

Click below to upload a file or| Select previously uploaded document(s)

Select a file to upload:

Choose File | No file chosen I f

Please note that if the tender is a Request for Proposals (RFP) there will not be a document checklist

requestlng fmanCIaI/prlce Informatlon MBM.MMMD&@MI&IM&DMgh

4.3.3 Financial offer details
As part of the tender process, UNOPS may require you to complete the financial offer details of your offer.

Click on the Financial offer details tab and enter your details: total financial offer or unit price (mandatory
field) currency (mandatory), and comments (optional).

When you are done, click the Save button at the bottom of the page.
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#® TENDER INFORMATION VENDOR CONFIRMATION VENRQOR SUBMISSION EVALUATION CLARIFICATIONS

DOCUMENT CHECKLIST FINANCIAL OFFER DETAILS [T SUBMIT A

Financial offer details

s Enter financial Uﬁe# A

Total financial offer *
Currency *

Comments

B I | = = EC]

Characters: 011000

Note: If the tender requires unit price, you will find under the financial offer details the field of “Unit price”
(mandatory field).

FINAMCIAL OFFER DETAILS

Financial offer details

w Enter fina ﬂcna%‘.d-ls w
WnR price *
Currency *

COmaments

B I - % -

Charaeters 00300

If the tender is a Request for Proposals (RFP) there will be a Financial envelope documents section. You
can upload files either by clicking on the Choose Files button or by dragging them directly to the Or drop
files here section.
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VENDOR SU BMISW

FINANCIAL OFFER DETAILS [N

Financial offer details

w Enter financial offer details ik

Total financial offer *
Currency *

Comments

B I|[i = ¥ || =
Characters: 01004
I Financial envelope documents I

Click below to upload a2 file or | Select previcusly uploaded documents)

~

Select a file to upload:

Chaoose File | Mo file chozen

4.3.4 Submit your vendor response

Verify that you have completed all the required information by checking that the boxes beside
Questionnaires, Documents checklist and Financial offer details are green.

Then, click on the Submit tab. After that, click the Submit button to send your response to UNOPS.

Note: the system will not allow you to submit unless all required information has been completed or if it is
past the deadline for submission, which is specified in the General Information tab under Tender
information. If you have not completed all information and/or it is past the deadline you will not be able to
see the Submit button.

Please therefore ensure you prepare your vendor response with sufficient time and care by progressively
adding responses to the questionnaires and uploading documents against document checklists once they
are ready. We suggest you allow plenty of time to complete all the information required. The system allows
you to save your draft responses to questionnaires, document checklists and financial offer details. Once
your response is complete and ready to send, you can click on Submit.
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nds

Your submission for UNOPS Tender RFP/2017/17875

Provision of Explosive Threat Mitigation Training and Mentoring Services in 06
support of UNMAS Mali '

Draft

‘Your submission is still in Draft status and you may continue to add or edit information. You can only submit a vendor submission if before the deadline.

# TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

QUESTIONNAIRES DOCUMENT CHECKLIST ES FINANCIAL OFFER DETAILS KN SUBMIT -‘

Thank you for completing the infarmation for your response 1o this tender. All required information has now been entered and you MUST Now SUDMIT yoUr submission using the
butten below in Yor it 1o be considered.

Once you have clicked on Submit, your submission status will change from Draft (blue colour) to
Submitted (green colour)

g You will receive an automatic email notification once you have submitted your vendor
response.

4.3.5 Submit a response for a tender with lots

If the solicitation tender specifies that the evaluation will be done per lot (this would be explained in the
Tender information tab), the vendors will be able to make submissions per lot using the eSourcing
functionality.

If the tender includes lots, go to the Vendor submission tab and then click on Lots. You will see a number
of rows showing the lot number, description and a section called Vendor submission.

Important note: For tenders with any number of lots, under Vendor submission, the default setting will
be “no bid” (red colour) for all lots.
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7 22 06
days hewrs minutes
2

Your submission for UNOPS Tender ITB/2017/17877 2 1 06

Supply of laboratory and surgical products k]

Draft
Your submission is still in Draft status and you may continue to add or edit information. You can only submit J+ .idor submission if before the deadiine.

# TEED?RINFORMATION VENDOR COMFIRMATION | VENDORSUBMISSION | EVALUATION CLARIFICATIONS

LOTS QUESTIONNAIRES RN DOCUMENT CHECKUIST [EEER FINANCIAL OFFER DETAILS |EZ8 SUBMIT &4

This solicitanon tender has rnumple lots as identified in the list below. You can bid for one oF mare s, ||',‘QLIHE ﬂﬂr{hlmmsﬁl’l all lats P\Eﬂié'ﬁﬂeﬂ ‘No bid' [red colour) in

the column Vendor submission’, using the slider button. Please note that if change your bid/no bid selection here, the information you have to provide in your submission will

be adjusted accordingfy.
Lot number Description Vendor submission l
i Laboratory products |—m
F surgical pro:!u LS |—m

If you are interested in bidding for a specific lot, then move the slider button for that lot to the left until it
shows “Bid” (green colour). This will automatically add the information that you need to submit in your bid
i.e. it will adjust the Questionnaires, Document checklist and Financial offer details tabs.

L TENDER INFORMATION | VENDOR CONFIRMATION VENDOR SUBMISSION | EVALUATION CLARIFICATIONS

LOTS QUESTIONNAIRES DOCUMENT CHECKLIST [E3 FINAMCIAL OFFER DETAILS SUBMIT &

This solicitation tender has multiple lots as identified in the list below. You can bid for one or more lots. If you are not bidding on all lots please select ‘No bid® (red colowr) in

the column 'Vendor submission’, using the slider button. Please note that if change your bid/no bid selection here, the information you have to provide in your submission will
be adjusted accordingly.

Lot number Description ‘endar HJBW
1 Laboratory products En
2 Surgical products [—m

Once that you have decided which Lots to bid for, complete the required information under the Vendor
submission tab and submit the vendor response using the instructions in section 4.3 of this guide. Please
note that if you have selected more than one lot to bid for, you cannot submit the bid until you have
completed all the mandatory information for all the lots you have selected to bid for.

4.4 Submit an alternative offer to a tender

The system allows you to submit alternative offer(s) if so specified in the Tender particulars tab under
Tender information. Note that alternative offer(s) can only be submitted before the deadline for
submission specified in the General information tab under Tender information.

After you have submitted a response to a tender and your status is Submitted (green color), you can submit
alternative offer(s) if so allowed for in that tender.

Go to the home tab & of the tender submission and click on the Submit an alternative offer button.
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7 § 22
Your submission for UNOPS Tender RFP/2017/17882 d

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali il e Nl Bk

Submitted

Your submission is in Submited status and has been successfully received by UNOPS

- | TENDER INFORMATION | VENDOR CONFIRMATION | VENDOR SUBMISSION | EVALUATION CLARIFICATIONS

Please note that you must click the "Submit’ button under the Submit tab before the tender deadline in order for your submission to be received by UNOPS. Once done, your
tender submission will display BWW”‘ colour) in the status bar. If you have not submimed your vendor response the status bar will state ‘Draft’ (blue colour).

Submit an alternative offer

A new Draft vendor submission will be created. Please complete the required information under the
Vendor submission tab and submit the vendor response using the instructions in section 4.3 of this guide.

Your submission for UNOPS Tender RFP/2017/17882

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali ises [ seconcs

[EAl  Criginal submissicn 822138

Your submission is still in Draft status and you may continue to add or edit information. You can only submit # vend~ submission if before the deadline.

L TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION | EVALUATION CLARIFICATIONS
| ALTERNATIVE OFFERS

QUESTIONMAIRES DOCUMEMNT CHECKLIST FIMANCIAL OFFER DETAILS SUBMIT &

» Bidder Information Form

Once you have submitted the alternative offer, you will be able to view both your Original submission and
the Alternative offer(s) submitted.
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7 22
Your submission for UNOPS Tender RFP/2017/17882 .
2 22

Provision of Explosive Threat Mitigation Training and Mentoring Services in .
support of UNMAS Mali days

suomive [T

Your submission is in Submitted status and has been suctessfully recened by UNOPS

] TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS
ALTERNATIVE OFFERS

Submisslon id Status Created date

Submission #22135% K Subnied 2017.10:24 11:32 UTC

Submix an alternative offer

4.5 View, edit and withdraw a vendor response to a tender

Once you have submitted a vendor response to a tender, you can perform the following actions: view, edit,
and withdraw your response(s). Note that you can only edit and withdraw before the deadline for
submission as specified in the General information tab under Tender information.

4.5.1 View and access your vendor responses

Once you have expressed interest in a tender in UNGM, you can access the tender details and your vendor
response in two ways:
e Option 1 - through UNGM

e Option 2 - through the UNOPS eSourcing system directly

Option 1 - through UNGM
Go to www.ungm.org and log in with your UNGM user name and password.

Go to My Tenders on the left-hand menu and click on the View documents button next to the tender you
want to access.
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{:}'{; ELNOLIED*:\:’fII'I”?E% Engisn v [PA](26)  esourcingunops+T@gmail.com o Search UNGM

My Tenders
Home
‘About UNGM

Description
Registration process F .

Code of conduct Published between and | 24-0ct-2017
Terms & Cenditions Deadline between 24-0ct-2017 and

Tender notices Clear All

Contract awards
Tender Alert Service Displaying results 1 o 8 of

Knowledge centre

UNSPSC Title Deadline Published UN Type of Reference Beneficiary
organization  notice country/territory
FAQS
@S Supply of Iaboratory and surgical 30.4ov-2017  24-0ct2017 UNOPS Invitation to 1T8/2017/17877 Mali
products (GMT bid
Press release 00)
Vendor Provision of Explosive Threat Mitigation 30-Nov-2017  24-0ct-2017 UNOPS Request for RFP/2017/17875 Mali
—_— Training and Mentoring Services in 11:00 (GMT proposal
Dashboard support of UNMAS Mali 0.00)
Settings
Laboratory and surgical consumahles 30-Nov-2017 | 23-0ct2017 UNOPS Invitation to 1T8/2017/17868 Denmark
Registration
11:00 (GMT bid
Level 1 0.00)
Vendor documents
Support test GMT+2 10-Dec2017 | 23-0ct-2017 UNTEST Grant RFP/UNTEST/2017/00551  France
> My tenders 10:00 (GMT support-call

You will be automatically transferred from the UNGM portal to the tender in the UNOPS eSourcing system.

Note that if you are not logged in to the UNOPS eSourcing system you will be prompted to log in using your
UNGM account details (email address and password). See section 3.3 of this guide for details.

Option 2 - through the UNOPS eSourcing system directly
Go to https://esourcing.unops.org/ and log in using your UNGM account details.

Then click on the Home button.

esourcingunops+1 @gmail.com 2017-10-25 08 30 UTC

MY TENDERS 39 (130

Draft Submitted

Reference Title Date Deadline - Your submission Tender
published status status
Provision of Explosive Threat Mitigation Training and Mentoring Services in support  2017-10-24 2017-11-30 11:00 Submitted Qpen
of UNMAS Mali UtCe
Provision of Explosive Threat Mitigation Training and Mentoring Services in suppert 2017-10-24  2017-11-30 11:00 Submitted Open
of UNMAS Mali UTCe
servicios de capacitacion para la prevencidn y mitigacion de riesgos 2017-10-24 2017-11-20 11:00 Draft Open
utTC e
servicios de capacitacion para la prevencidn y mitigacidn de riesgos 2017-10-24  2017-11-20 11:00 Draft Opan
utCe
servicios de capacitacion para la prevencidn y mitigacion de riesgos 2017-10-24  2017-11-30 11:00 Draft Open
UtCe
RF TA4702  RFP Bienes y servicios - Test 03 2017-0%-01 2017-10-30 11:00 Submitced
UtCe Evaluation
R Provision of Explosive Threat Mitigation Training and Mentoring 5 201710-24 2017-10-24 1112 Submitted
of UNMAS Mali UTC e Evaluation
B/2017/17877  Supply of laboratery and surgical products 201710-24  2017-10-24 11:02 Submittad
utc e Evaluation
Laboratory and surgical consumahles 2017-10-23  2017-10-23 14:03 Draft
uTce Evaluation
Laboratory and surgical consumables 2017-10-13 2017-10-16 11:47 Submitted m Finalized
UtCe
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This will display a list of all tenders that you have expressed interest in with the following information:

e Reference: tender reference. To access the tender you are interested in, click on the hyperlink
showing the tender reference.
Title: tender title
Date published: date the tender was published by UNOPS
Deadline: deadline to submit a vendor response to the tender, expressed in UTC terms
Your submission status. There are two possible submission status:
o Draft (blue colour): when you have not submitted yet a vendor response
o Submitted (green colour): once you submit a vendor response
e Tender status. There are three possible tender status:

o Open (green colour): when the deadline has not passed yet.

o Evaluation (orange colour): when the deadline has passed and UNOPS is making an
evaluation of the vendor submissions received. You cannot submit a vendor response once
the tender status is on Evaluation.

o Finalized (blue colour): when UNOPS has already finalized the evaluation and determined the
results.

o Cancelled (gray colour): when the tender has been cancelled by UNOPS.

You can also filter the results by clicking on the Filtering criteria section.

You can sort the tenders according to their reference, title, date published and deadline by clicking on the
column heading.

Reference Title Date Deadline = Your submission Tender
published status status
Provi Explosive Threat Mitigation Training and Mentoring Services in support  2017-10-24  2017-11-30 11:00 Submitted Open
of UNMAS Mali utce
Supply of laboratory and surgical products 2017-10-24  2017-11-30 11:00 Submitted Open

RFP Bienes y servicios - Test 03 2017-05-01  2017-10-30 11:00 Submitted
utce Evaluation

4.5.2 Edit a vendor response

You cannot edit a vendor response that has been submitted. In order to edit your response, you must first
withdraw your submission (see next section of this guide). Once your submission is withdrawn, the status
will change from Submitted (green colour) to Draft (blue colour), and you will be able to edit the content.

When you are finished editing your vendor response, remember to submit the response again (see
instructions in section 4.3 of this guide). All vendor responses must be submitted before the deadline for
submission, which is specified in the General Information tab under Tender information.

}A You will receive an automatic email notification every time you submit a vendor response.
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4.5.3 Withdraw a vendor response

At any time before the submission deadline you may withdraw a response that you have already submitted.
Select the tender you would like to withdraw your vendor response from. Then, go to the Vendor
submission tab, then Submit tab and click Withdraw submission.

Your submission for UNOPS Tender ITB/2017/17877

Supply of laboratory and surgical products o e

Submitted

Your submission is in Submitted status and has been successfully received by UNOPS

# TENMDER INFORMATION VEMDOR CONFIRMATION YENDOR SUBMISSION EVALUATION CLARIFICATIONS

V4

LOTS QUESTIONMAIRES [EEN DOCUMENT CHECKLIST 3 AMAMCIAL OFFER DETAILS [ETH SUBMIT

T"lﬂrk]'Dl- for submit Mg your respanse 1o this tender. Please note thag U may withdraw your submission at any tme before the tender deadling oy clicking the bution below i
you withdraw the submission you may continue to edit it and may résubmit &t Ary time before the deadine.

‘Withdraw submizsion +

The status will change from Submitted (green colour) to Draft (blue colour).

Your submission for UNOPS Tender ITB/2017/17877 - H ] Bl

Supply of laboratory and surgical products - H EH

Draft
Your submesion ks still in Draf stanes snd you may oontinue to add o &3 informastion. ¥ou can only submit a vendor submiszion if before the desdine.

# TENDER INFORMATION VENDOR COMFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

LOTS QUESTIONMARES BT COCUMENT CHECELIST 2 FINAMCIAL OFFER DETAILS KGN SUBMIT

Thank wou for compieting the informadion for your response to this tender. &1 requined information has now been entered and you MUSE now SUbMIt your subrmission using the
Fautton elcsy Im grdir for it to be considered

If you have submitted alternative response(s) to the tender, you may also withdraw them. You may also
withdraw the original vendor response. Note that if the original response is withdrawn then all the
alternative responses will be withdrawn.
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5. RespoND TO UNOPS EVALUATION CLARIFICATIONS

After you have submitted a submission to a tender, UNOPS may request a clarification of your submission.
UNOPS issues any clarifications after the deadline for submission has passed, i.e. during the tender
evaluation stage.

You will receive an automatic email notification if UNOPS requests an evaluation
clarification from you. Please respond to any UNOPS requests for clarification in a
promptly manner.

5.1 View evaluation clarifications

Access the tender through the direct link in the clarification email you received, or go to the Evaluation
clarifications tab of the tender.

Your submission for UNOPS Tender RFP/2017/17875

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

Submitted

Your submission is in Submitted status and has been successfully received by UNOPS

# TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

UNOPS

2017-10-24 1116 UTC

Please clarify the previous experience in Mali of the Task Manager proposed for the assignment as itis not clear in the CV included in your propasal.
®  Reply

5.2 Respond to an evaluation clarification

In the Evaluation clarifications tab, click on the Reply button.

This will open a text box where you can type in your response. You can also upload documentation if
requested by clicking the Choose files button. Click the Submit button when you are done.

& TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

UNOPS
2017-10-24 11216 UTC
Please clarify the previous experience in Mali of the Task Manager proposed for the assignment as it is not clear in the CV included in your proposal.

(B 1]|[= == #|[= 5]

&

@ Comment cannot be blank.

Select a file to upload:

Choose Files | Mo file chosen

&
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6. CHECK TENDER STATUS AND RESULTS

6.1 Check tender status

If you would like to check the status of any of the eSourcing tenders that you expressed interest on, go to
https://esourcing.unops.org/ and log in using your UNGM account details and click on the View my tender
submissions button. Or if you are already logged in, go to My tenders.

The Tender status will show in the right column of the table. There are four possible tender statuses:

e Open (green colour): when the deadline has not passed yet.

e Evaluation (orange colour): when the deadline has passed and UNOPS is making an evaluation of the
vendor submissions received. You cannot submit a vendor response once the tender status is on
Evaluation.

e Finalized (blue colour): when UNOPS has finalized the evaluation and determined the results. If there
have been any contracts awarded as a result of this tender, the Finalized button will also have an
hyperlink to the UNGM contract awards page (see section 6.2 for details).

e (Cancelled (gray colour): when the tender has been cancelled by UNOPS.

If you submitted a vendor submission for a tender using eSourcing, you will receive an
automatic email notification once UNOPS has finalized the tender evaluation. This email
will inform you on the outcome: whether you have been shortlisted or not (in EOl and PQ
tenders) or whether you have been awarded a contract or not (in solicitation tenders: RFQ,

g ITB, RFP). These automatic emails will also include the contact details of the UNOPS
personnel responsible for the tender if you would like to seek further information. And in
case there have been any contracts awarded as a result of this tender it will also provide a
link to the UNGM contract awards page (see section 6.2 for details). If a tender has been
cancelled and you have expressed interest, you will receive an automatic email
notification.

6.2 Check contract awards

When UNOPS has finalized the evaluation of a tender using eSourcing and there have been any contract
awards made resulting from the tender, it will publicly publish the main details on the UNGM contract
awards page.

To access the page, go to https://www.ungm.org/Public/ContractAward.

Search the contract award you are looking for by either: title, description, reference, supplier, or award
date. You can also search by additional criteria (UN Organization, country/area, or UNSPSC codes) if you
click on the Show more criteria button.

Note: if you already know the eSourcing tender reference (e.g. RFP/2016/124) you can insert it in the
Reference field of the UNGM contract awards page. The eSourcing reference is the same as the contract
award reference to facilitate linkages amongst the two.

Once you have identified the contract award you are interested on, click on the hyperlink with the title. This
will open a new screen showing the following information distributed in four tabs:
e General: shows general information about the contract award (title, UN Organization, reference,
award date, contract value in USD, description) and the beneficiary countries the award relates to.
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Supplier: name of the awarded supplier. Note: in exceptional circumstances, UNOPS may decide to
withhold the name of the supplier for security reasons.

e (Contacts: contact details of UNOPS personnel in charge of the award.
e UNSPSC: category code(s) related to the award.

@UNOPS
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7. CONTACT AND RESOURCES
7.1 UNGM

For more general information please visit www.ungm.org
For further assistance on the UNGM vendor registration process:

e Use the Help functionality available on the site
e Check the Frequently Asked Questions (FAQ) section on the site

7.2 UNOPS eSourcing

For more general information about UNOPS please visit www.unops.org

For general information about UNOPS procurement please visit
https://www.unops.org/business-opportunities

For further assistance on the UNOPS eSourcing system:

e Use the Help functionality available on the top left corner of the site. You can also access it directly
on this link:_https://esourcing.unops.org/#/Help/Guides

e Check the Guides, Videos and Frequently Asked Questions (FAQ) included in the Help functionality

m Contact the UNOPS Helpdesk at: esourcing@unops.org. Please provide your UNGM
< <] user name, your UNGM Registration Number and the tender reference (e.g.
RFP/2016/296).
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This glossary defines the important terminology used in this document.

EOI

ITB

PQ

RFI

RFP

RFQ

Tender

UNGM

UNOPS

UNSPSC

Request for Expression of Interest is a sourcing method by which an
advertisement is made to identify suppliers that wish to participate in a future
solicitation. Information provided by interested suppliers is assessed and
suppliers are considered for inclusion on the short list of companies that are
invited to submit detailed offers/proposals.

Invitation to Bid is a formal method of solicitation where prospective suppliers
are requested to submit a bid for the provision of goods or services. Normally
used when the requirements are clearly and completely specified. The

evaluation methodology applied is lowest priced, substantially compliant offer.

Pre-qualification is a formal sourcing method to assess suppliers against
pre-determined criteria included in the invitation for Pre-qualification. Only
suppliers who meet established criteria are invited to submit detailed
offers/proposals.

Request for Information is an instrument to conduct a market survey in order to
obtain information that can be used to identify available or potential solutions
for fulfilling identified needs.

Request for Proposal is a formal method of solicitation where prospective suppliers
are requested to submit a proposal for the provision of goods, works or services,
based on the specifications, statement of work, or terms of reference included in the
solicitation documents. Normally used in cases where the requirements are
complex, cannot be clearly or completely specified, and where detailed technical
evaluations are to be performed, and/or where pricing or cost may not be the sole
basis of award. RFPs are conducted through a “two-envelope” system, by which
technical and financial proposals are submitted separately. The evaluation
methodology applied is combined analysis of technical and financial proposals.

Request for Quotation is an informal method of solicitation whereby suppliers
are requested to submit a quotation for the provision of goods or services.
Normally used for standard, off-the shelf items, where the value of the
procurement falls below the established threshold for formal methods of
solicitation. The evaluation methodology applied is lowest priced, most
technically acceptable offer.

For the purpose of this guide, tender means any of the following procurement
methods: Request for Quotation (RFQ), Invitation to Bid (ITB), Request for
Proposals (RFP), Request for Information (RFl), Request for Expressions of
Interest (EOI), and Prequalification (PQ)

United Nations Global Marketplace is the common procurement portal of the
United Nations system of organizations.

United Nations Office for Project Services is an operational arm of the United
Nations supporting implementation of partners' peacebuilding, humanitarian
and development projects around the world.

The United Nations Standard Products and Services Code (UNSPSC) is an open,
global, multi-sector standard for classification of products and services to aid in
procurement spend analysis and procurement optimization
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9. Key RECOMMENDATIONS FOR VENDORS USING UNOPS eSOURCING

Please see below our key recommendations for vendors in using the UNOPS eSourcing system.

Register as a
UNOPS vendor
in UNGM

Express
interestin a
tender

View tender
details,
especially the
submission
deadline

Inform UNOPS
whether you
intend to
submit or not

Request
clarifications
on a tender if

you have
questions

Save your
submission in
draft and don't
wait for the
last minute

Respond to all
UNOPS
evaluation
clarifications in
a promptly
manner

@UNOPS

This is important as you must be registered as a UNOPS

vendor in UNGM in order to submit vendor responses to
tenders carried out with the UNOPS eSourcing system. If
you are already registered, please ensure that UNOPS is

amongst the UN organizations in your UNGM profile.

See section 2 of this guide for details.

After searching for tenders that might interest you,
remember to click on the Express interest button in
UNGM. All vendors who have expressed interest in a
tender will receive automatic notifications about the
tender, such as when the deadline for submissions is
approaching, or when clarifications or amendments to the
tender have been added by UNOPS.

See section 3.1 and section 3.2 for full details

Remember to review all the details of a tender before
responding to it. If you want to submit a response to a
tender, you must do so before the submission deadline.
The Deadline is under the General information tab of
the tender.

See section 3.3 for full details.

It is important for UNOPS to know in advance of your
intention to submit or not a vendor response to the tender
as that is very useful information for our procurement
process. Please do this through the Vendor confirmation
tab.

See section 4.1 for full details.

If you have questions about a tender, you may request a
clarification from UNOPS. You have to do this before the
Deadline for clarifications which is under the General
information tab of the tender.

See section 4.2 for full details.

You may progressively save information as you complete it
(i.e. responding to online Questionnaires or uploading
documents against the Document checklist) and save
your submission as Draft. Don't wait for the last minute to
complete your submission as you cannot submit a vendor
response after the Deadline has passed. Once you have
completed all the information, click the Submit button.
See section 4.3 for full details.

After the deadline for submission has passed, UNOPS may
send you a request for clarification during the evaluation
process. Please respond to these evaluation
clarifications in a promptly manner.

See section 5 for full details.
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UNOPS eSourcing system is working with automatic email
notifications as described under section 3.4 Navigate the
UNOPS eSourcing system. All email notifications from the
eSourcing system to our vendors are sent from the

Ensure that no-reply@unops.org address. When sending notification

UNOPS' . " " . .
g emails from "no-reply" addresses such as this one, there is
domain is not . ; .
a risk that the email ends up on a blacklist for spam
blocked by

servers. It is ultimately the responsibility of our vendors to
ensure that UNOPS' domain is not blocked and that your
mail server accepts emails from the UNOPS domain
("unops.org"). Vendors can do that through their IT
department or their Internet Service Provider.

your servers.

@UNOPS | 44


mailto:no-reply@unops.org
http://unops.org/

UNOPS eSourcing: vendor guide
ANNEX 1

This Annex only applies to submission of responses to tender notices under the project signed between
UNOPS and the Government of Mexico for the management of the consolidated procurement of medicines
and medical aid supplies (supplies and medical devices).

In the Vendor Submission tab, you will find four categories of Forms where you will have to submit your
information. The categories of the Forms are:

1) Supplier forms

2) Tender forms

3) Lot-Generic forms

4) Lot-Specific forms

@UNOPS | eSOURCING

Your submission for UNOPS Tender ITE/2021/48818

ITB Pilot

Draft

Your submission is still in Draft status and you may continue to add or edit information. You can only submit a vendor submission if before the deadline.

# TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS
LOTS QUESTIONNAIRES [E] SUPPLIER FORMS [EEREA TENDER FORMS X8 LOT-GENERIC FORMS [0 LOT-SPECIFIC FORMS [T DOCUMENT CHECKLIST Ar

» Bidder Information Form

In each form category, you will find a List of forms that you must submit as part of your response.

@UNOPS | eSOURCING

Your submission for UNOPS Tender ITB/2021/48818

ITB Pilot

Draft

Your submission is still in Draft status and you may continue to add or edit information. You can only submit a vendor submission if before the deadline.

# TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

LOTS QUESTIONNAIRES B SUPPLIER FORMS [ET5TH TENDER FORMS BTl LOT-GENERIC FORMS [ET0 LOT-SPECIFIC FORMS [T DOCUMENT CHECKLIST F

List of forms

o Formulario B: Cumplimients de cédige de conducta de provesdores de Naciones Unidas
v  Formulario C: Informacidn del licitante UMOPS Headguaners, Marmaresj 51, PO Box 2655, 2100 Coperhagen, Denmark. Tel: +45 4533
o Formulario D: Experiencia del licitante
» Formulario E: Formulario de registro de provesdor
o Formulario F: Declaracidn de elegibilidad
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To add the information to each form, click in Load to display the questions in the form. To save your

. . Anzweris) saved.
answers, click Save. The system will tell you when your answer has been saved _

Once you have completed the required information in the Forms, the color of the numbers next to the
Form Category title will change from red (0/7) to green (7/7).

In the Financial offer details, you will include the information of your financial offer for each one of the lots
that you have selected to bid. To save the details of your financial offer, click Save.

@UNOPS  eSOURCING

Your submission for UNOPS Tender ITB/2021/48818

ITB Pilot

Draft

‘Your submission is still in Oraft status and you may continue to add or edit information. You can only submit a vendor submission if before the deadline.

# TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS
LOTS QUESTIONNAIRES B SUPPLIER FORMS [EEGT TENDER FORMS [EZH LOT-GENERIC FORMS [0 LOT-SPECIFIC FORMS I DOCUMENT CHECKLIST KTl FINANCIAL OFFER DETAILS

Financial offer details

> Lot 1-Placehalder lot- 1
> Lot4 - Placsholder lot- 4
> Lot 7 - Placehalder lot - 7

¥ Lot 10 - Placehalder lot - 10
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